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HEICRANTUN FORr  ALL Agpistant Dipectors
Chief, sdvisory Council
Assistant to rxecutive for Manszemend
Comptreller
Cenersl Coungel
Jecurdty officer
Sersonnel Director
Sarvices Officer
Erovurenent nfficer
Yediosl fficor

SURJECT official eorvesponderce

~ le Official corresondence which requires reply or action
will horeafier he é},} anewered within [ive days of its receipt
by the Agenoy, or (2} acknowledged promptly by the offics to
which sotion ip aselgned, with an indicntion of an spproximate
date when final reply can be expected. I delay $n trancmission
within the igency 1s sxpocted, such scknowledgment should be mede
by the office to which the correspondence in firsi routed,

2. vihen replies are prepared for the sipmture of the
Director, Yepuly Dirsctor, or the Sxecutlve, if delay in
proparation is sopecled, acknowledgment shiould be dispatched
by the office charged with action (unless, of course, prior

¢ lgment has been made) and such acknowledgment should
be noted in the finel reply submitted for sipmature,

POR THE DIMFCTOR OF CEWMTRAL DNTRLLICE®CE:

ILLEGIB

Coples to:
Director
Deputy Directoy
Exec Begistry
Central Records
Exec chrono & ——
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